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AUSESSflC® s MMMstoativ© Officer 

FBOi-1 s Cliiof* Finance Division 


SM» 


Sfatemnt of Account lM„l Mmee to Ee^pLoyeee and 
Detail Mstlags of Aecmaat 3M«1 Mto©c«s to K^plojreeso 


1» Eh® Finance Division has recently been qpavxlcd aus to the action 
neceasasy by the receiving office in isjr-osessitag subject leatexlal, 

■ g & ^tea subject material la forwarded to ©a office ear division it 
beccta'ic! the reeiJcsaeilsility of the receiving office to sitter deliver the 
fflateslal to the esa>l©yee os* advise the ei^leyee of the necessary action 
to clear bis advatse© account* 

3« She ftailewlhg outline of action by the receiving office or 
divisloa ahouM be followed la coanacticn with Statements of Account 
forwarded quarterly. 


a* If the ©vgdoyse ha® transferred to another office or 
Sinaloa tba Statassaat of Account should fee acted nth 
the nm office of s.soigrasent and returned to Accounts 
Branch* Aeccnmts Receivable Section* so that the cs^loyeo 
roster earn fee* corrected* Ste Statesaeat will then ha 
forwarded to the new office fey Accounts Receivable Section,* 

b 0 2 1 the employe fe&s been transferred, overseas to a Glass 
A Station 5 the Siatessmt of Account should fee noted with 
the location of the esspleye® mA retiM to Accounts Breach* 
Accounts Receivable Section* so that the esg& oyee roster- earn 
be corrected and the necessary aetim can fee taken to transfer 
the advance aceomat fealaass to th® fieM station* 

e« J£ the employe® has tee a transferred overseas to a Class B 
Station* the reeelrlsa^, office should forward the statement 
of Account to xtm static© sm& recast m. ©ecountieg aM/or 
raffed* Jriaane© Division will write to the eagployee only 
at «®ch tdwe as the account becomes ousxde|laqpnat and' payroll 
actios is cohte^SAtati to settle the Account fey itynitt 
deductions* 


feo 2BU Detail Meting of Account 
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f**_P®* Qemit Listing of Account (on® eaplojee na me per page) 

! Sces » *£«*?*> J * fcwwutoi to the appropriate oSceor dlvl^L^te 
* ,'•* c%1ander carter for inf oration purposes, The third 

r 'l *** fOMfil «* Account" is folded to the 

aaM or division *;o he given to the ftanlnyee, 

y*5jnnwnt accounts are Identified on the IBM Listings, Thea- 
should he utilised to notify e^loyees of the e tat™ of accounts 

*2 r oh ^l™J*** Brn:r y comctiw action by the enployee, If the caspboyee 
C #rWd *° ** wthw ‘ WvlBl(ir ‘ station, the following actloashoS 


a " -ff the employee has been transferred, to another office or 
djLvXsian action should he la accordance «itto T»sir««spmph j j a 

*“ xf .*** e***'tey** has been transferred oversea® to a class a 
S tation action should he in accordance with paragraph 3 fe, 

*** the esgrinyee has been transferred overseas to a Clan® B 
ctatAeai the Hating should be used, by the area division or 
osfi.ee concerned, to prepare a dispatch, to the employee advising 
*’!«** oi Ms outstanding advance and requesting an accounting 
and/or refund, ' 
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C&taf 9 Finance Division 
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